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TAGS: APER, AORG, NATO 

SUB J : NATO VACANCIES FOR MANAGEMENT ADVISORY UNIT 

STATE FOR EUR/RPM; DEFENSE FOR MR. PAYNE, 

PERSONNEL DIVISON ODAS(A)/OASD(C) 

1 . NATO HAS ADVERTISED TWO POSITIONS FOR THE NEWLY 
ESTABLISHED MANAGEMENT ADVISORY UNIT AND REQUESTED 
NOMINATIONS BEFORE 4 JUNE TO FILL THESE VACANCIES. 

2. POSITION DESCRIPTIONS FOLLOW: 

A. DIVISON: OFFICE OF ADMINISTRATION & PERSONNEL 
TITLE: HEAD OF MANAGEMENT ADVISORY UNIT 
(ORGANISATION & METHODS) 

GRADE: A.5 

DUTIES: UNDER THE GENERAL SUPERVISION AND UIDANCE 
OF THE DIRECTOR, THEINCUMBENT PLANS, DIRECTS 
AND SUPERVISES THE ACTIVITIES OF THE MANAGE- 
MENT ADVISORY UNIT; HE PROVIDES THE SECRETARY 
GENERAL AND TOP MANAGEENT WITH ADVICE ON ALL 
MATTERS IN THE AREA OF ORGANISATION, WORK 
METHODS, PROCEDURES AND STAFFING OF THE INT'L 
STAFF. 

HIS MAJOR DUTIES ARE AS FOLLOWS: 

- FORMULATE PROPOSALS FOR IMPROVING MANAGEMENT 
POLICY ANDPRACTICE; 

-CONCUCT CRITICAL REVIEW AND ANALYSIS OF 
EXISTING ORGANISATION AND WORK METHODS TO 
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ENSURE THE MOSE EFFECTIVE UTILIZATION OF 
MANPOWER AND RESOURCES: 

-ANALYSE ALL NEW ORGANISATIONAL REQUIREMENTS 
AND DETERMINE THESTAFFING NECESSARY TO 
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CARRY OUT THE PLANNED ACTIVITIES, 

-CONDUCT IOB ANALYSIS TO ASCERTAIN WHETHER 
JOB TITLES, JOB DESCRIPTIONS ANDJOB 
QUALIFICATIONS CONFORM TO THE TASKS; 

-DIRECT STUDIES OF APPLCATION OF ADRP TO 
THE FIELD OF MANAGEMENT AND WORK METHODS. 

QUALIFICATIONS: UNIVERSITY DEGREE AND EITHER ADEQUATE FORMAL 
TRAINING OR EQUIVALENT EXPERIENCE, PREFERABLY 
IN MANAGEMENT SCIENCE OR RELATED STUDIES, 

SUCH AS PERSONNEL ADMINSTRATION OR BUSINESS 
ORGANISATION AND MANAGEMENT. SEVERAL YEARS 
OF SENIOR RESPONSIBLLITY IN PUBLIC ADMIN- 
ISTRATION OR INDUSTRIAL MANAGEENT; SHOULD 
BE ABLE TO EXPRESS HI SELF EFFETIVELY IN 
SPEECH ANS WRITING AND TO MAKE PRESENTA- 
TIONS BEFORE HIGH LEVEL GROUPS. 

FLUENT KNOWLEDGE OF ONE OF THE TWO OFFICIAL 
LANGUAGES AND A GOOD WORKING KNOWLEDGE OF 
THE OTHER.' 1 

B. DIVISION: OFFICE OF ADMINSTRATIN AND PERSONNEL 
TITLE: OFFICER (MANAGMENT) 

GRADE: A.4 

DUTIES: UNDER THE DIRECTION OF THE HEAD OF THE 
MANAGMENT ADVISORY UNIT, TO UNDERTAKE 
EXAMINATIONS OF ANY ASPECT OF MANAGEMENT 
ACTIVITIS, ORGANIZATIONAL MATTERS, WORKING 
METHODS AND PROCEDURES, AND STAFFING 
ARRANGEMENTS. 

THE MAJOR DUTIES ARE AS FOLLOWS: 

- TO DEVELOP QUESTIONNAIRES AND OTHER METHODS 
BY WHICH RELEVANT INFORMATION CAN BE 
OBTAINED; 

- TO FORMULATE RECOMMENDATIONS FOR IMPROVED 
OPERATIONS AND FOR THE MOST ECONOMIC AND 
EFFICIENT SOLUTIN TO SPECIFIC PROBLEMS; 

- TO SUTY THE APPLICATION OF ADP TO MANAGE- 
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MENT AND TO DEVELOP APPROPRIATE PROGRAMMES. 

QUALIFICATION: GRADUATION FROM A NIVERSITY OR COLLEGD OF 
RECOGNISSED STANDING, PREFERABLY WITH 
SPECIALISATION IN THE TECHNIQUES OF ORGANISA- 
TION AND MANAGEMENT-REALTED STUDIES SUCH AS 
PERSONNEL ADMINSTRATION, SYSTEMS AND 
PROCEDURES, ETC. 

OR 

A SOUND GENERAL EDUCATION ACQUIRED AS A 
RESULT OF FORMAL TRAINING AND RELEVANT 
EXPERIENCE IN PROGRESSIVELY RESPONSIBLE POSS 
AND AN ANALYSTICAL MIND AND THE ABILITY TO GATHER 
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FACTS QUICKLY AND PRESENT THEM COURTESOUSLY 
AND CONVINCNGLY. 

GOOD KNOWLEDGE OF ADP TECHNIQUES AND THEIR 
APPLICATION TO MANAGEMENT. 

FLUENT KNOWLEDGE OF ONE OFFICIAL LANGUAGE 
AND A WORKING KNOWLEDGE OF THE OTHER." 

3. MISSION RECOMMENDS DEPT CONSIDER NOMINATING A FOREIGN SERVICE 
OFFICER WITH EXPERIENCE IN ADMINISTRATED FOR EITHER THE A.5 POST 
(HEAD OF MAU) OF THE A.4 POST. EITHER WOUD BE AN IDEAL POSITION 

FOR AN FSO WITH SYSTEMS ANALYSIS BACKGROUND SUCH AS THAT FURNISHED 
BY THE EPSA PROGRAM OF UNIVERSITY TRAINING WHICH SEVERAL 
DEPT OFFICERS HAVE UNDERGONE IN RECENT YEARS. 

4. PLEASE AD VISE. STRAU SZ-HUPE 

UNCLASSIFIED 


« END OF DOCUMENT » 
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